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VDF Grant Year 2016 
Applying for VDF Grant Using eCivis

 

 
Step 1 - Download the VDF Large Grant Proposal 2016, available October 15, 2016. 
Step 2 - Complete the proposal. 
Step 3 - Submit the proposal packet, budget worksheet and any supplemental files from 
October 15, 2016 until December 15, 2016 (by 11:59 PM Arizona).  
 
 
1. Access the VDF-RFGP private solicitation web page published on eCivis. This link can be 

located on the ADVS website.  
2. Click the link provided in the “Title” section to open the solicitation in eCivis.  
3. Once you arrive at the eCivis site, read the information on each tab: Overview, Eligibility, 

Financial, Contact and Files. 
 

 
  

https://dvs.az.gov/donation-fund
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4. At the Files tab, download and save each file to your computer. 

Download and save the  PDF files using the following steps: 
 
a. Click on the file link to download/open the file. 

b. Click on “File” in the upper left menu bar. 

c. Click on “Save As” in the drop down menu and choose PDF as the file format. 

d. Name the file and save it to a location on your computer that you can access later. 

e. Close the file.  

Download and save the  Excel file* using the following steps: 
 
f. Click on the file link to download/open the file. 

g. Click on “File” in the upper left menu bar. 

h. Click on “Save As” in the drop down menu and choose Excel as the file format. 

i. Name the file and save it to a location on your computer that you can access later. 

j. Close the file.  

*This file has been provided as an optional budget template for use by grantees. 

 
Note: These are general instructions based on the use of Windows 7 as the operating system and Internet 
Explorer as the browser. The use of a different operating system and/or browser other than Internet Explorer, 
i.e. Google Chrome or Firefox, may vary the process of saving or downloading files to your computer. 
 

5. Complete the proposal packet previously downloaded to your computer. 
 

a. Proposal packet in PDF format – Must be completed using the PDF formatted 
document provided. Digital signatures of organization’s authorized officer will be 
accepted. Handwritten proposals will also be accepted. If you run out of space in any 
given section, please use a supplemental document to complete your answer. See 
instructions for labeling any continuation documents below, in section ‘b’.  

b. Supplemental documents – Please label any supplemental documents or continuation 
pages with organization’s name and reference the attachment number for which page 
you are supplementing. Include the question number for which you are continuing your 
answer. Supplemental documents and continuation pages should be uploaded in PDF or 
Word format, either as an additional page to the previously downloaded proposal packet, 
or as a separate file, named accordingly. If handwritten documents are provided please 
make sure writing is legible. 

c. Budget Worksheet in Excel format – This document is provided for use as a courtesy. 
If using the provided Budget Worksheet, it must be completed and saved in Excel form. 
Do not alter the formulas of the document in any way other than adding in specific line-
item details. Organizations using a similar format to that of the Budget Worksheet can 
submit their document showing line-item budget of project/event cost in either Excel or 
PDF format.   

6. When you have completed the required proposal packet, use the following steps to submit 
the proposal packet through the eCivis by completing the following steps: 
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a. Return to the eCivis page located on the ADVS website. 

b. Click on the eCivis website link provided. 

c. Once the VDF page is open in eCivis, click on the “Apply” button. 

 

d. If you currently have an account with eCivis you will need to enter the Login and 
Password information here, or click on the green button that says, “Create an 
account.”  

 
 

e. If you are creating an account (you clicked the green button) it will then give you a 
screen that looks like this:  

https://dvs.az.gov/donation-fund
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f. Enter your information and create a passphrase.  
 

g. At this point you will receive an email from Portal Support, confirming the account you 
created. Click the link within that email that says “Confirm my account”. Clicking this link 
will return you to the log in screen you first saw. 

 
 

h. Enter your login and password you created and complete the profile information, as 
indicated by the red asterisks.  
 

i. On the left side of the screen you can now click on My Applications to view the 
solicitation for the VDF grant. 
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j. You will now see the solicitation for the Arizona Veterans Donation Fund A.R.S. 41-608 
grant that you previously viewed. 

 
 

k. Click the link to the grant page and complete your profile information (prior to uploading 
and submitting grant proposal).  

 
l. On this screen you can also upload your proposal, budget and any supplemental 

documents you are using to apply for the VDF grant funding by clicking on the  
green plus sign next to “Application File”.  

 
 

m. There are two options to upload your documents, either dragging and dropping your files 
into the area marked, or by clicking in the box to upload the files you select from the 
menu. Find the completed VDF Grant Proposal PDF that you previously completed and 
saved on your computer and double click to select the file(s) or drag and drop the files 
into the area indicated. Make sure you choose the correct document(s). 

 

+ 
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n. Once you have uploaded your files you will see them listed on the page

 
*Note: your files will not have the same names as listed above. 

 
o. When you have confirmed that all required information has been uploaded, click on the 
green “Submit to funding agency” button. The proposal packet must be submitted prior to 
11:59PM (Arizona) on December 15, 2016. No late proposals will be accepted. 
 
p. Confirm you want to submit your application by clicking OK on the pop up.  

 
 

q. You will receive confirmation that you successfully submitted your application.  
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You will also receive a confirmation e-mail from eCivis Support no later than the next business 
day. If you do not receive a confirmation e-mail please contact Tera Scherer at 602-234-8415 or 
by emailing LGgrants@azdvs.gov to verify receipt of proposal into eCivis.  


